APPLICATION FOR RECORDS DISPOSITION STANDARD

/ | | SR

INSTRUCTIONS: Prepare in duplicate and forward to‘}the Records Management Arnalyst, Management Systems Division '

3. Depy , Division, Sulxlivision & Administering Office Address ' FOR RECORDS MANAGEMENT DIVISION USE

Division of ?13 Management ! ' m Rocagwod 9 Application No. Date Completed

Department o inance A 1 2 JAN 25

Metropolitan Atlanta Rapid Transit Author rtyl[ AN NT 1913 B2-22 tog2

2200 Peachtree Summit 1. Application 2. Dept. Application No.

401 West Peachtree Street, N.E.

Atlanta, Georgla 30365

Insurance Spe01allsq/
_Claims Assistant _586-5146

R ) e A T

4. Persoﬁ to Contact 5. Working Title J 6. Telephone Number

| Myrna Klinger/Golden Griffin

7 Action ﬁ.eu_ueglgdw"__

¥ Establish Retention Schedule; record will continue to accumulate.
b. [ Dispose of present accumulation; no flrther accumulation anticipated. ‘
¢. [0 Amend Application No. : — “Check One: [J Change; [ Supercede; [ Void
8. Dares of Series Q_Tﬂ;;)rds Series Title (fo”owed by title used in office, if different} T
Earliest L atest
1975 | Present Insurance Premium Invoices Files
10. Division and Qflica Function What is the function of the Division and the Office in which this record series is created?

The Division of Risk Management provides small contractor insurance and
bonding assistance as required; provides full range of insurance

services to MARTA, PB/T, and all insured contractors; and monitors

MARTA's TSD construction safety program.

1

'1 1. Rec_o_nl Serié}.—ﬁescripnun Thus file contains the following documents finclude form numbers and titles, il an‘y).
Attach samples of the file.

Documenis relating to: Division's insurance premium invoices which instruct
Accounting to pay.

_— [ —

Includedare:  Copies of invoices and backup information which may include, but
are not limited to, copies of the declarations page of the pollcy, audits
from insurance companies, cancellation notices, correspondence, invoices
from brokers, copies of the pollcy control sheets, premium bearing en-
dorsements.

Fileisarranged: In numerical order by invoice number.
Cross reference will be maintained in Risk Management by type
of insurance.

12 Monthly Reference Rate How often are records referred to which are
wlcCe a year
Onetosixmonthsold . :Seventotwelvemonthsold______ "~ . ; Thirteen to twenty-four months old ~ .
twenty-five months and older [ 4

13. Annual Rate of Accumulation of Records o - - —— ]

—— : Other (specify) _2 _cubic feet a year

Letter-size drawers . Shalves

v «—.—; Legal-size drawers

3012 (3/76)
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YES | NO | 14. Ouestlonna"e {Place an )( in the proper column} i o -
T a_hm$meaaac”vMﬁm“ﬁﬂ Original is sent to‘Accountinq*fﬁf‘paymént“&nd“*
X Mot whereisit? 1S their record of payment. ‘
N b. Does the series cont;u; Eo.ifEEnH u:forrnﬂhon rmuur;ﬁ;s;curotv handhng" it yes cne law o;" reéuhlallon e
X ; ' o :
X c. Is this a vital record? T ST ‘_-A;.»—u, T Tt T T
R A Do s senes have Wistoricat oc Tona temoesench value T T T T T T T A e
© Whimy emie an twwor dloetiments an The Tele aviakoe of neeesany to ke the endaee Tde Ton o dong pened, conled these docineets, h.e
X scheduled separately? ' - ]
S R d -'f_h_;s the mformanon contamed in this s;rile‘s ever pubhshed? If ves-_;;!:cl;-c;;\r-—ﬁ ST T T T
g. Isthe mformanon cdntmnad_n; }h]s_!;r;e;e;ér nnslyzed andﬁﬁ)&g;;a&e)& ];a_s;:ndm;'liw repa; T Ty
i ves, at tach copy.
| T Lf: Is rhere a duplucatlon‘of th|s~s;r-aes ﬁl;a:ir—off'lcﬁe or in another office or age;c;;; T ST T T T
X _ ifyes, where? In Accounting but not as a sequential series.
] Xﬂ ﬁiir‘i.-*_iéﬁ:;_ggflgs_h)_r a mupO{rfo_d'r_olf_ﬂ rggularlv mlcrof_l“lrvn—e_c-f? e L :‘:;_11- T ST T
.4 __ki. Does the record saries tesult in a computer prmlout?*_ o . Vm‘ iﬁ T T N

15. Retention quunrements The following requires lh; series to be kept:

a. State Law — i, Y@arS. d. Audit period — .. yeals.
b. Statute of limitation - .. Years, e. Administrative need — _,_9 —_ years.
¢. Federal iaw e —mee . YRATS. . f. Federal retention instructions ————e e y®ars.

Attach copy or excert of laws or regulations. Explain administrative need.
First policies were marketed for an 8-year period.

Recent remarketing was

for 5-year period.

These should be maintained at least one year past

expiration of policies

TTEER e S . e T e e e L s Ly . L—— i 1 e A e o e rn . i = B o e+ ot e oe

This agency recommends that the file series he cul off at the end of each:

b

16. Approved Disposition Instructions

[} Catendar Year; DkFiscal Yea: (JOther

ﬁ Hold in the current filesarea .. . __ ___ monthls) — — . —_ year(s); then
£ transfer to | \ding area; hold ___________ ___ yearis}; then

M Transfer tMcords Center; hold __,_g_ ___ year{s); then

= Destroy. '

(O Transter to State Archives 61 parmanent retention.
L) Other {Specify)

These instructions apply to all prior and tuture occumulations ol the seons

{Inchicate briefly rationale Toe wtommeml.uums abve/on v m' athihironal remarks):

17. APPROVALS

L g _ e

Departmant Recordg ent Offjder Date ' D"ate
— Polly-miTIOtsfW, DRM _12/4/81) _1%28/8
A ovad Division Head/Designee Date )
<zé;%ﬂ;_ James Scott, DRM  12/4/81}| 0<y/?2/
Approv Date ent of Archives am

zrtme t Head’ Desfgnan

ppfoved ?partment at Ar{hwes and History

pprbvcd




